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DETAIL COST CENTER BUDGETING SCREEN LAYOUTSDETAIL COST CENTER BUDGETING SCREEN LAYOUTS
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BW REPORTSBW REPORTS

You can produce a BW Report at You can produce a BW Report at 
the end of each case that will the end of each case that will 

reflect your changes.reflect your changes.
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Archive Original BudgetArchive Original Budget

Cost Center 
Budgets
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Prior to Agencies making changes to the original Prior to Agencies making changes to the original 
individual cost center budgets, the Active Scenario should individual cost center budgets, the Active Scenario should 
be archived in case errors are made.  This is accomplished be archived in case errors are made.  This is accomplished 

by copying the Active Scenario to Scenario A5.by copying the Active Scenario to Scenario A5.



DFA – Office of Budget
Carla Wooley,  January 2003 9

Strategic Enterprise Management-
Business Planning and Simulation

Annual Detail Cost Center Budgeting
AASIS Training Guide

ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Set planning profile to Annual Agency Profile:Set planning profile to Annual Agency Profile:

Click on “Planning Profile” tabClick on “Planning Profile” tab
to display user profilesto display user profiles
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Double click on “Annual Agency Profile”Double click on “Annual Agency Profile”

Message:  Annual Agency Profile was setMessage:  Annual Agency Profile was set
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Click on “Planning” tab                 to accessClick on “Planning” tab                 to access
Planning AreasPlanning Areas
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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Place cursor in the “From Value” cell of the Budget Place cursor in the “From Value” cell of the Budget 
Prep Version and select the drop down menuPrep Version and select the drop down menu

ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS
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Highlight  1A  (Annual Version) and click on green check mark Highlight  1A  (Annual Version) and click on green check mark 

ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS
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Verify that the correct Business Area is listedVerify that the correct Business Area is listed

ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Place cursor in the “From Value” cell of the Cost Place cursor in the “From Value” cell of the Cost 
Center and select the drop down menuCenter and select the drop down menu



DFA – Office of Budget
Carla Wooley,  January 2003 17

Strategic Enterprise Management-
Business Planning and Simulation

Annual Detail Cost Center Budgeting
AASIS Training Guide

ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Enter Cost Center Range of Business AreaEnter Cost Center Range of Business Area
Highlight Cost Center RangeHighlight Cost Center Range
Click on green check markClick on green check mark
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Set variable (parameters) to copy Scenario A to A5Set variable (parameters) to copy Scenario A to A5

Place cursor in the “From Value” cell Variable VSCEN      Place cursor in the “From Value” cell Variable VSCEN      
and select the drop down menuand select the drop down menu
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Highlight  A5  and click on green check markHighlight  A5  and click on green check mark
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Save the variables you have setSave the variables you have set

Message:  Data was savedMessage:  Data was saved
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

After you have saved your variables (parameters) After you have saved your variables (parameters) 
return to the Planning Areas screen:return to the Planning Areas screen:

Select the “Planning” tabSelect the “Planning” tab
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Expand     “Budget Preparation Annual”Expand     “Budget Preparation Annual”
folder (   folder (   ).  All levels for Annual).  All levels for Annual
Budgeting will be displayedBudgeting will be displayed
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Expand “Annual Agency Cost CenterExpand “Annual Agency Cost Center
Budgeting” (      ) “Cost Center Package”Budgeting” (      ) “Cost Center Package”
will be displayedwill be displayed
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Double Double --click on “Cost Centers Package”click on “Cost Centers Package”
Planning functions for this package will bePlanning functions for this package will be
displayed on bottom half of  the screendisplayed on bottom half of  the screen

Expand the “Set Scenarios” function (       ) Expand the “Set Scenarios” function (       ) 

Execute by double clicking on the functionExecute by double clicking on the function
“Save Scenario A to Scenario (VSCEN)”“Save Scenario A to Scenario (VSCEN)”
VSCEN was set to A5 in your variableVSCEN was set to A5 in your variable
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

This message should appear.

Save by clicking on the save buttonSave by clicking on the save button
at the top of screenat the top of screen
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS
Verify that the copy of Scenario A to A5 has Verify that the copy of Scenario A to A5 has 
been completed:been completed:

Expand “Manual Planning” function (     )Expand “Manual Planning” function (     )

DoubleDouble--Click on “Cost Center Planning”Click on “Cost Center Planning”

Click yes              to enable the macrosClick yes              to enable the macros
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

A A spreadsheet with your nonspreadsheet with your non--position position 
budget items should appear on the right budget items should appear on the right 
side of the screen.  You should see the side of the screen.  You should see the 
Active Scenario “A”  with a status Active Scenario “A”  with a status 
indicator of “NR” (Not Ready) in the indicator of “NR” (Not Ready) in the 
header of the spreadsheet.header of the spreadsheet.

Click on “Close Navigation” tab                     Click on “Close Navigation” tab                     
to expand display of cost center layoutto expand display of cost center layout
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Scenario  A Scenario  A is displayed.is displayed.

To display Scenario  A5, click on the   To display Scenario  A5, click on the   
other combination buttonother combination button
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Change “Scenario” to  A5  in the “ Other    Change “Scenario” to  A5  in the “ Other    
Combination” box and click on green checkCombination” box and click on green check
mark       .mark       .
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ARCHIVE  ARCHIVE  –– COST CENTER BUDGETSCOST CENTER BUDGETS

Scenario  A5  is displayed on the screen Scenario  A5  is displayed on the screen 
and is a copy of Scenario  A, with a Status and is a copy of Scenario  A, with a Status 
Indicator of “NR’ (Not Ready)Indicator of “NR’ (Not Ready)
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Case  2Case  2

Enter budget amounts in month of JulyEnter budget amounts in month of July
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Agencies enter budget amounts Agencies enter budget amounts 
in the month of July.in the month of July.
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Return to Active Scenario  A Return to Active Scenario  A by by 
selecting other combination buttonselecting other combination button
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Change “Scenario” to   A   in the “Other    Change “Scenario” to   A   in the “Other    
Combination” box and click on green checkCombination” box and click on green check
mark       mark       
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Scenario  A  is displayed on Scenario  A  is displayed on 
the  screen with a Status the  screen with a Status 
Indicator of “NR” (Not Ready)Indicator of “NR” (Not Ready)
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Enter amounts by cost element by  Enter amounts by cost element by  
cost center in the month of July.cost center in the month of July.

Note that  2004 Authorized Budget has been Note that  2004 Authorized Budget has been 
copied from the Biennial Cube to the cost copied from the Biennial Cube to the cost 
center layout of the Annual Cube.center layout of the Annual Cube.
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Click on the sort newly entered data button       to    Click on the sort newly entered data button       to    
update totals on the spreadsheet.  Totals at theupdate totals on the spreadsheet.  Totals at the
bottom of the spreadsheet will change to reflect  bottom of the spreadsheet will change to reflect  
new amounts. new amounts. 
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ENTER BUDGET AMOUNTS IN JULYENTER BUDGET AMOUNTS IN JULY

Save by clicking on the save Save by clicking on the save 
button at the top of screen       button at the top of screen       

Message:  Data was savedMessage:  Data was saved
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CASE  3CASE  3

Add a new cost element to the budgetAdd a new cost element to the budget
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

In this example, you forgot to plan for vehicle In this example, you forgot to plan for vehicle 
maintenance when you submitted your agency’s maintenance when you submitted your agency’s 

biennial budget.  This expenses needs to be added to biennial budget.  This expenses needs to be added to 
the agency’s Annual Operations Plan.  Cost element the agency’s Annual Operations Plan.  Cost element 

5030012000 (vehicle maintenance) needs to be added 5030012000 (vehicle maintenance) needs to be added 
to cost center 354002, which is linked to fund FEB0300 to cost center 354002, which is linked to fund FEB0300 

and funds center 058.and funds center 058.
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Scroll down to the first blank line at the end of Scroll down to the first blank line at the end of 
the spreadsheetthe spreadsheet
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Enter the cost center you want to budget Enter the cost center you want to budget 
for the cost elementfor the cost element
Press “Ctrl  W” on the keyboard to run a macro  Press “Ctrl  W” on the keyboard to run a macro  
that derives the Fund/Funds Center from thethat derives the Fund/Funds Center from the
Cost Center.  If it does not automatically Cost Center.  If it does not automatically 
appear, it may be necessary to manually enterappear, it may be necessary to manually enter
the Fund/Funds Center.the Fund/Funds Center.
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Enter the new cost element or Enter the new cost element or 
use the         to search for use the         to search for 
possible entries.possible entries.
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Place the cursor in the “Cost Element” field  Place the cursor in the “Cost Element” field  

Press “Ctrl  Q” on the keyboard to run a macro  Press “Ctrl  Q” on the keyboard to run a macro  
that derives the Commitment Item from the Cost that derives the Commitment Item from the Cost 
Element.  If it does not automatically appear,  it Element.  If it does not automatically appear,  it 
may be necessary to manually enter the  may be necessary to manually enter the  
Commitment Item.Commitment Item.



DFA – Office of Budget
Carla Wooley,  January 2003 45

Strategic Enterprise Management-
Business Planning and Simulation

Annual Detail Cost Center Budgeting
AASIS Training Guide

ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Commitment Item will be displayed in field Commitment Item will be displayed in field 
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Enter the amount to be budgeted in JulyEnter the amount to be budgeted in July

Hint:  Click on sort newly entered data Hint:  Click on sort newly entered data 
button (       ) to refresh totals at the button (       ) to refresh totals at the 
bottom of spreadsheet if you have bottom of spreadsheet if you have 
multiple entries to make.multiple entries to make.
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ADD A NEW COST ELEMENTADD A NEW COST ELEMENT

Verify that the cost element has been added and Verify that the cost element has been added and 
the amount is correctthe amount is correct
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Save by clicking on the save button at Save by clicking on the save button at 
the top of screenthe top of screen

ADD A NEW COST ELEMENTADD A NEW COST ELEMENT
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Case  4Case  4
Many of the Miscellaneous Commitment Items are currently Many of the Miscellaneous Commitment Items are currently 

represented by a Subrepresented by a Sub--Funds Center using the Regular Funds Center using the Regular 
Commitment Items.Commitment Items.

However,However,

Agencies with Miscellaneous Commitment Items “plan” using the Agencies with Miscellaneous Commitment Items “plan” using the 
Miscellaneous Commitment Item in the “original”Miscellaneous Commitment Item in the “original”

Funds Center.Funds Center.

Miscellaneous Commitment Items are not retracted back to R/3  Miscellaneous Commitment Items are not retracted back to R/3  
with your Plan.  You will be able to add to your plan a budget fwith your Plan.  You will be able to add to your plan a budget for or 

your Subyour Sub--Funds Center through transaction KP06 after plans Funds Center through transaction KP06 after plans 
have been retracted back to R/3.  have been retracted back to R/3.  

CI 46
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ADD MISCELLANEOUS COMMITMENT ITEMSADD MISCELLANEOUS COMMITMENT ITEMS

Scroll down to the first blank line at the end of Scroll down to the first blank line at the end of 
the spreadsheetthe spreadsheet

Place the cursor in the “Cost Center” field and Place the cursor in the “Cost Center” field and 
key in the cost center of the original Funds key in the cost center of the original Funds 
Center of the Miscellaneous Commitment Item Center of the Miscellaneous Commitment Item 
(not the cost center for the Sub(not the cost center for the Sub--Funds Center)Funds Center)
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ADD MISCELLANEOUS COMMITMENT ITEMSADD MISCELLANEOUS COMMITMENT ITEMS

Place the cursor in the “Cost Center” fieldPlace the cursor in the “Cost Center” field

Press “Ctrl  W” to run a macro that   Press “Ctrl  W” to run a macro that   
derives the Fund/Funds Center from thederives the Fund/Funds Center from the
Cost Center, if it does not automatically Cost Center, if it does not automatically 
appear.  It may be necessary to manually appear.  It may be necessary to manually 
enter the Fund/Funds Center.  enter the Fund/Funds Center.  
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ADD MISCELLANEOUS COMMITMENT ITEMSADD MISCELLANEOUS COMMITMENT ITEMS

Place the cursor in the “Commitment Item” fieldPlace the cursor in the “Commitment Item” field

Enter the Commitment Item or use the        toEnter the Commitment Item or use the        to
search for possible entriessearch for possible entries
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ADD MISCELLANEOUS COMMITMENT ITEMSADD MISCELLANEOUS COMMITMENT ITEMS

Enter the amount to be budgeted in the monthEnter the amount to be budgeted in the month
of Julyof July

Click on sort newly entered data button (       ) to      Click on sort newly entered data button (       ) to      
refresh data      refresh data      
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ADD MISCELLANEOUS COMMITMENT ITEMSADD MISCELLANEOUS COMMITMENT ITEMS
You will see “#” / ARK/Not Assigned in the Cost You will see “#” / ARK/Not Assigned in the Cost 
Element field of the Miscellaneous Commitment Element field of the Miscellaneous Commitment 
Item you enteredItem you entered
Save by clicking on the save button at the top of Save by clicking on the save button at the top of 
screenscreen
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Case  5Case  5
Select single cost center or multiple single value cost Select single cost center or multiple single value cost 

centers to enter budgets.centers to enter budgets.

Large agencies may want to plan on a single cost center or a Large agencies may want to plan on a single cost center or a 
group of cost centers within the agency, rather than on the group of cost centers within the agency, rather than on the 

agency’s complete cost center range when preparing budgets.agency’s complete cost center range when preparing budgets.
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SINGLE  or MULTIPLE COST CENTERSSINGLE  or MULTIPLE COST CENTERS

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Place the cursor in the “From Value” cell in Place the cursor in the “From Value” cell in 
the Cost Center selection line the Cost Center selection line 
Select the drop down menuSelect the drop down menu
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Enter a single cost center or multiple cost centers on theEnter a single cost center or multiple cost centers on the
lines in the drop down boxlines in the drop down box
Highlight the line and click on green check markHighlight the line and click on green check mark

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

If you are selecting an individual cost center to work If you are selecting an individual cost center to work 
on, verify that it is correcton, verify that it is correct
Save the variables you have setSave the variables you have set

Select the “Planning” tab                to display Planning Select the “Planning” tab                to display Planning 
Areas screenAreas screen
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If you are wanting to budget on the group of cost centers       If you are wanting to budget on the group of cost centers       
you entered in the drop down box, highlight the “Cost   you entered in the drop down box, highlight the “Cost   
Center” variable line and select the trash can       , this Center” variable line and select the trash can       , this will will 
clear the “Cost Center” Variable line and allow the layout clear the “Cost Center” Variable line and allow the layout 
to pull in all cost centers you have enteredto pull in all cost centers you have entered
Save the variables you have setSave the variables you have set

Select the “Planning” tab                to display Planning Select the “Planning” tab                to display Planning 
Areas screen Areas screen 

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Expand “Annual Agency Cost Center Expand “Annual Agency Cost Center 
Budgeting” (      ) Budgeting” (      ) 

DoubleDouble--click “Cost Centers Package”click “Cost Centers Package”

Expand the “Manual Planning” function (     ) Expand the “Manual Planning” function (     ) 

DoubleDouble--click “Cost Center Planning”click “Cost Center Planning”
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Click yes                to enable the macrosClick yes                to enable the macros



DFA – Office of Budget
Carla Wooley,  January 2003 63

Strategic Enterprise Management-
Business Planning and Simulation

Annual Detail Cost Center Budgeting
AASIS Training Guide

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Selected Cost Center(s) are displayed.  Plans Selected Cost Center(s) are displayed.  Plans 
can now be entered for the Cost Center(s)can now be entered for the Cost Center(s)
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